
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
f Attention: Scheduling Settion. I 

4pplication Date Office of Planning and Budget 
Physical & Economic Development Division 
Robm 615 
270 Washington Street 

__ c___g 

4pplication Number 

- -- - --. 

2. Person to Contact 
I 7 Atlanta. Georgia w- 30334 - 

-> ______ 
Working Title 

FOR RECORDS MANAGEMENT USE 
Application Number 

7 4 -  270 

_-_I L 
--I 

I 656-3861 
-I_. I- 

-I_ -. . Director Lowell Evien -- __ -___ __ _ _  
3. Action Requested 

a- 
b- 

a Estaaiisn Retention Schedule: +cord wil l continue to accumulate. 
Dispose of present accumulation: no further accumulation anticipated. 

_lll 

3. Division and Office Function 

Headed by a Director, this Division performs all functions relating to budget analysis and 
policy planning for the agencies of State government responsible for administering State 
laws relating to natural resources, transportation and economic development. These agencies 
are the Departments of Transportation, Katural Resources, Comunity Affairs, Industry and 
Trade; and the Forestry Commission; the Public Service Commission, and the Soil and Water 
Conservation Committee. This Division is also responsible for economic development planning 
and planned growth activities. 

What is the function of the Division and the Office in which this record series i s  created? 

-__ I_- - -__ 
7. Record Series Description This file contains the following documents (include form numbenand titles, if any): 

Attach samples of the file. 
Documents relating to: requesting and justifying requests for budget appropriations for those 

State agencies responsible for administering State laws relating to 
natural resources, transportation, and economic development. 

from the following State agencies: Department of Transportation, Departmen 
of Natural Resources, Department of Community Affairs, Department of Indus 
try and Trade, State Forestry Commission, Public Service Commission, and 
the Soil and Water Conservation Committee; and supporting Schedules. 

Included are: one (1) copy of the Zero Base Budget Request (as submitted to O.P.B.) 

chronologically by fiscal year; thereunder 
alphabetically by State agency; thereunder in volumes when necessary. File is arranged: 

~ - -. ~ - --- 
8 ,  Monthly Reference Rate 

One to six months old 
twenty-five months and older- ? 

How often are records referred to which are: 
; Seven to twelve months old ; Thirteen to twenty-four months old 

- --_I_.___ 

L Annual Rate of Accumulationof Remrdr 
_I___ 

Letter-size drawers ; Legalsize drawers ;Shelves ; Other (wetify) 



11. Retention Requirements The following requires the series to be kept: 

a. State Law 
~ ~ .~ years. d. Audit period __ ____-.,years. 

b. Statute of limitation ~---_years. e. Administrative need __~-___-- -.years. 
c. Federal law -_._i .~ -years. ~ f. Federal retention instructions _. .years. 

*f 
1 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

.~ --~-=....----- ~ - -- -. ~. ~~= _- _ . - - - ~ ~ ~  --I---._.I_-___..~ _____I__ 

12 ADoroved Disposition Instructions ~ This agency recommends that the file series be c z a t  thh end of each: 

0 Calendar Year;.= Fiscal year; 0 Other I  then, 

Ll Hold in the current files area ~ -month(s) -.-_ year(s); then 
0 Transfer to local holding area, hold ------year(s); then 
0 Transfer to State Records Center: hold -----year(s); then 
0 Destroy. 
3 Transfer to State Archives for permanent retention. 

Other (Specify) 

.D iv i s ion  - Planners C z  Cut o f f  f i l e  a t  end of each f i s c a l  year, hold i n  current 
f i l es  area 1 year; then destroy. 

Division Analysts Corn: _ _  Cut o f f  f i l e  a t  end of each f i s c a l  year, hold i n  current 
f i l es  area 1 year; then retire to  State  Archives. 

These instructions apply to a l l  prior and future accumulations of the series. 


